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Introduction

This manual is intended to aid suppliers when entering a bid into the eSupplier portal. Follow the steps
below to successfully enter an electronic response to an Event.

A tip for viewing attachments in Edison is to hold down the Ctrl button on the keyboard
Wiew

HINT

while also clicking . Continue to hold down the Ctrl key until the document loads.

Accessing the Supplier Portal

Navigate to the Central Procurement Office website via the URL http://tn.gov/generalserv/cpo/. Under
the Helpful Links section heading, click on the Supplier Portal link.

ee Department of General Services

Commissioner

Governor's Office of
Diversity Business

Central Procurement Office

Vendor Community
Greetings and welcome to the State of Tennessee’s
Local Units of Central Procurement Office website!

Government

Our new office was created to centralize procurement
functions and create cost savings while ensuring
transparency and accountability in the procurement and
contracting process. All of our staff has recently moved
into a new state-of-the-art office space, and we look
forward to serving the needs of our state and local
governments.

State Agencies

Procurement Reform

Library

Procurement Directory Mike Perry

Chief Procurement Officer

Site Map

Procurement Home

Announcements

Helpful Links

Central Procurement Office
William R. Snodgrass
Tennessee Tower, 3rd Floor
312 Rosa L. Parks Avenue
Nashville, TN 37243-1102

Listing of Statewide Contracts
Edison

Supplier Portal

Public Notices

FAQs

RFPs & Contract Coordinators
ITBs

TN Board of Regents Contract Information
Edison How-to Video
Reference Materials

Career Opportunities
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Procurement Intranet
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http://tn.gov/generalserv/cpo/

Sign-On

Logging In to the Supplier Portal

Please sign i

Use the main Supplier Portal webpage to log in to the
system.

=

Click the HERE link to sign-on.
Enter your User ID in to the Access ID field.

N

Enter your user name.

Sion In:

3. Click Continue to be brought to the screen to enter | L=

your password.
Enter your Password in the Password field.
5. Click Enter.

&

Whers do I snter my password?

HINT If you experience problems with logging in to the Supplier

376-0104.

Viewing Events

Portal, contact the Edison HelpDesk at 615-741-4357 or 866-

Sign In:

Flease enter your password

-

e
| Pazsword:

3 e "r,,

la' Aner

g_

Forgot your password?

Once you have logged in, bid opportunities will be displayed on the Supplier Portal home screen in the

My Sell Events section.

Favorites © Main Menu

Personalize Content | Layout

Welcome to Tennessee eSupplier []

My Buy Events

There are no events to viewy,

Welcome to State of Tennessee eSupplier Partal ¥ 4

TN Buyer- Matt Ross xmatt.ress@tigov

If Your erail address is missing or incarrect, please update your
registration

Start Date Time

033172014 12:40PM CDT

Event Hame Event Type
Outhoard Motor- Keril— pe

testing the auction stuff RFx
-]
Gee all of my events

End Date Time:
041742014 02:00 PM CDT

033172014 4:26PM COT 0413072014 04:26 PM CDT

Procurement Agency Links
Central Procurement Office
RFP Listing

[T Department of Transportation

Payment Contact by Agency
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To view all available bid opportunities, do the following:

See all of my events

1. Click on the

link below the events that are displayed. This will display the

View Events and Place Bids screen.

View Events and Place Bids

Enter search criteria to locate an event for viewing or placing bids
- Search Criteria

Use Saved Search: -

Event ID: “

Event Name: \

Welcome, State of Tennessee
User: TN Buyer- Matt Ross

Results Should Include:
Sell Event
Purchase Event

0 Request For Information

Event Type: -
I Event Status: Posted - I

[“TInclude Declined Invitations?

Search Clear Criteria

Manage Saved Searches Save Search Criteria

Search Results Customize | B First K1 |
Event ID Event Name] ‘orma] Type} End Date

Outboard Motor - Keri Test sell RFx 04/17/2014 02:00 PM CDT
32501-0000007887 Test Sell RFx Event Completed
33101-0000007886 testing the auction stuff Sell RFx 04/30/2014 04:26 PM COT

Advanced Search Criteria

2. Verify all the checkboxes in the Results Should Include: section
are checked. Select any that need to be selected.
3. Under the Search Criteria header, verify that Event Status reads

“Posted.”
Click |

Search

ok

Results Should Include:
Sell Event
Purchase Event
Request For Information

|, The search results will populate under the Search Results header.
To view an event, click on the appropriate Event ID link (i.e. 32101-0000007885) in the Event

ID section. This will display the Event Details screen.
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Event Details

Information On Inguiry Options Bidding Shortcuts:
Bid on Event
Event Name: Outboard Motor - Keri Test
Event ID: 32101-0000007885
Event FormatType: Sell Event RFx
Event Round: 1
Event Version: 1
Event Start Date: 03/31/2014 12:40PM CDT
Event End Date: 04/17/2014 02:00 PM CDT

Event Description:
Test for eSupplier Functionality

Contact: Alyssa Cave Payment Terms:
Phone: My Bids: 4 In-Process and Submitted
Email: alyssa.cavei@tn.qgov Edits to Submitted Bids: Allowed
Online Discussion: Multiple Bids: Allowed
Live Chat Help:
¢ Bid Required (2 Line Comments/Files
Customize | Find | View A1 | B | 3 Fist K q0r4 T Last
Line Description Unit Requested Quantity Status
1 * Outboard Motor, 150 HP, 25" Shaft EA 4.0000 i

Welcome, State of Tennessee
User: TN Buyer- Matt Ross

iew Event Activity

View Event Package
Upload XML Bid Response

View, Edit or Copy from Saved Bids

6. To view specific information about the event (Event Bid Package and Event Details), click on

the View Event Package link in the Bidding Shortcuts: section.

Event attachments CANNOT be viewed Bidding Shortcuts:
HINT | from this page. Also, an event
CANNOT be bid on from this page.

Wiew Event Activity
YWiew Event Package
Upload XML Bid Response

Wiew, Edit or Copy from Saved Bids
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Bidding on an Event

To access event documentation, comments, and the area where required event information can be

entered in order to bid on an event, click the — button at the top of the Event

Details screen.

An expanded Event Details screen loads with Event information, links, and the functionality to bid on
the event.

Welcome, State of Tennessee

E\Fent Deta“s User: TH Buyer- Matt Ross
Submit Bid Save for Later Validate Entries
Event Name: Outboard Motor - Keri Test Bidding Instructions
Event ID: 32101-0000007585 Bid 1D: Mew
Event Format/Type: Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: LS Dollar
Event Version: 1
Event Start Date: 03/31/2014 12.40FPM CDT
Event End Date: 04/17/2014 02:00 PM CDT

ViewiAdd General Comments and Attachments l

Hide Additional Event Info

Description:
Testfor eSupplier Functionality =
Contact: Alyssa Cave Payment Terms:
Phone: Billing Location: WILLIAM R SNODGRASS-TH TOWER
Email: alyssa cave@in.gov Event Currency: Dallar
Online Discussion: Conversion Rate: 1.00000000

Edits to Submitted Bids: Allowed

Multiple Bids: Allowed

There are three (3) buttons at the top and bottom of the Event Details screen with specific functions that
pertain to bidding on an event:

. | saeroriaer | jick this button to save the bid in progress.

| suomitBid | (jick this button to submit the bid.

o[ vaucaems | click this button to validate bid response(s).

How to Submit Bids Online Page 7
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HINT If Submit Bid or Validate Entries is selected and all pertinent information has not been
completed, the following message box will appear with instructions for what to address
before submitting the bid.

Event Details
Flease see message(s) atthe top ofthe page. {13053,314)

FAIl lines Required. You must enter a bid for line 1 - widgets

Ok

Viewing Event Attachments

Event attachments/documents (i.e. Terms & Conditions, specifications, etc.) are accessible from the
General Comments and Attachments screen. To view attached event documents, do the following:

. ViewiAdd General Comments and Attachments | . . .. .
1. Click the link in the box containing basic event

information at the top of the expanded Event Details screen.

General Comments and Attachments

Business Unit: 33101 EventID: 0000007886
Attachments

View Event Attachments customize | B First T 42072 7 Last
Attached File Attachment Description View
testing_the_auction_stuff.xml Event Bid Package
testing_the_auction_stuff. pdf Event Details :View:

Add New Attachments customize | B First K q or1
Attached File Attachment Description Upload View

: Upload: |: Add Mew Attachments | Delete

2. On the General Comments and Attachments screen under the View Event Attachments header,
View

click next to each event file to view it.
3. Toreturn to the Event Details screen:

a. If you added comments or attachments, screen, click [ ok 1
b. If you did not add comments or attachments, click [ Cancel ],

How to Submit Bids Online Page 8
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Answering Event Questions

Event questions must be answered in order to successfully submit a bid for an event. They are found
below the Step 1: Answer General Event Questions header on the expanded Event Details screen.

Step 1: Answer General Event Questions
The event administrator requests your response to questions not specific to any specific item.
General Event Questions:

1
Required Questions:

1
Questions Responsed To: o
Hide Event Questions
Event Questions
¢ Bid Reqguired * Ideal Response Required
General Questions

Previous Questions 1 of 1 Next Questions
w* = | {we) agree to strictly abide by all the statutes and terms contained in the rules ofthe Department of General Services,
1

Central Procurement Office, which are by reference made a part hereof, in addition to the special terms, conditions and
specifications embodied in the invitation to bid. IMPORTANT: By Selecting YES, the bidder cerifies compliance with the above and
further certifies that this bid is made without collusion or fraud.

Response:
Ideal:

-

Yes

IAdd Comments or.l\tlachmentsl

To answer event questions, do the following:

1. Fill in the comment section for open response event questions.

2. From the drop-down menu, select the appropriate response to the event question.

To add a comment or to attach a document to an event question, do the following:

. Add Comments or Attachments
1. Click the | S —

link to the right of the respective event question. The
Question Comments and Attachments screen loads.

Question Comments and Attachments

Business Unit: 32101 Event ID: 0000007885

| (we) agree to strictly abide by all the statutes and terms contained in the rules of the Department of General
Services, Central Procurement Office, which are by reference made a part hereof, in addition to the special
terms, conditions and specifications embodied in the invitation to bid

IMPORTANT: By Selecting YES, the bidder certifies compliance with the above and further cerifies that this bid is
made without collusion or fraud
Attachments

Add New Attachments

Attached File

Attachment Description

customize | B Firsi KT 071 7
Upload View

I Upload | |miew
Comments
Add New Comments

Add New Attachments| | Delete

OK | cancsl

How to Submit Bids Online
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2. Click in the Attachments section to

attach a file to the event question.

3. Inthe File Attachment box, click Browse.

4. Inthe Choose File to Upload box, navigate to the

document.

5. Select the document.

6. Verify the file name populates the in
File name field.

7. Click Open. The File Attachment

Organize v

4757 Favorites

& Choose File to Upload

M Desktop »

| File Attachment |

: Upload Cancel

Browse...

New folder

aE |

=]

Libraries

Search Desktop P

box is displayed again. i e e
8. Inthe File Attachment box, verify £l Recent )& S
the file pathway populates in the B = -
» [ Doaun| | [ T
FOWYSE. .. fi b g Music !
ield. )
&) Picture  Network
Upload ! » B Videos @.‘ Syez-tt:mFu\der
9. Click I'in the File Attachment . ; Cisco abber
box “r gomput ) shortcut
. b OS(C 209KB
b g HP_RE " | Microsoft Office Outlook 2007
b g% PCARI _ Y Shortcut Il
A 7RI KR
Attachments
Add New Attachments customize | B First £ g 014
ttached File Attachment Description Upload View
utBoard_Motor_Bid.docx | lIpload View Add New Attachments| | |Delete

10. Verify the pertinent document populated in the Attached File area of the Add New Attachments

11 fe?l:':or,lb\tt h t Question Comments and Attachments
. Inthe acnmen
Description f|e|d1 Business Unit 32101 EventID: 0000007885
type the name of the | (n s s o o e gD e
terms, conditions and specifications embodied in the invitation to bid
document IMPORT:ANT: By Sele_zding YES, the bidder certifies compliance with the above and further certifies that this bid is
12 YOU may add An"'lt:c‘l.:ehu:lt:::tscolluzuon orfraud.
comments by typing
in the Comments Attached File Attachment Description Upload View
Sectlon Upload ] [y— Add Mew Attachments | Delete
.. - Comments
. OK
| J A ———————————————————————————
13. Click when | PR -
finished to return to
the expanded Event
Details screen.
OK | Cancel
How to Submit Bids Online Page 10
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Entering a Bid Price

A bid price must be entered in order to successfully submit a bid for an event. The Line information for
bidding is below the Step 2: Enter Line Bid Responses header on the expanded Event Details page.

| Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the
Event Administrator.

Lines in This Event: 1

Lines That Require a Response: 1

Lines Responded To: 0

Your Total Line Pricing: 0.0000 USD
Hide Line Detail

¥¢ Bid Required (£ Line Comments/Files

Customize | B First Previous Lines 1 of 1 Next Lines

. i . Requested Your Bid
Line Itemn 1D Description Unit Quantity Quantity

1 r 1000003905 Outboard Motor, 150 HP, 25" Shaft  EA 4.0000 4.0004

To enter a bid price, do the following:

1. Locate the line on which you want to bid.
2. Enter Your Unit Bid Price for that line item.

More in-depth options for placing a bid are available for each line of an event. These options are located
on the Line Details screen. To access the Line Details screen, do the following:

1. Locate the line on which you want to bid.

How to Submit Bids Online Page 11
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Line Details
Save for Later

Line: 10f 1

Line: 1 Item ID:

View/Add Qu

Start Page

1000003805

QOutnoard Motor, 150 HP, 25” Shaft

Category: Motors, Outboard, Gasoline
estion Comments and Attachments

Exact request quantity required
Unit of Measure:

Qty Requested:

Your Max Bid Quantity:
Max Quantity:

=

Ship Quantity Due Date
4.0000 04/18/2014
=

Save for Later

Each

Ship To Location

Start Page

4.0000

4.0000

Ship Via

Response Required: Yes

Your Unit Bid Price:
Total Bid Price: 0.0000 USD
Reserve Price: No

=S

Freight Terms

Validate Entries

Validate Entries

2. Click on the link to the far right of the line information. The Line Details screen loads.
3. On the Line Details screen you may:

A. View documents (i.e. specifications) that are attached to the line.

B. Address event questions that are attached to the line (i.e. adding brands and models).
C. Read attachments.
D. Enter your unit bid price.

4. To return to the expanded Event Details screen, click the |

Accessing Line Bid Factors

Start Page

button.

Line bid factors are questions that a bidder must answer in order to effectively and completely submit a
bid on an event. Line bid factors are displayed on the Line Details screen if they are assigned to a line.
The most common line bid factor questions are ones pertaining to brand and model of products.

To access the Line Details screen, do the following:

1. From the Event Details screen, click at the end of the line for the line item. The Line Details

screen loads.

How to Submit Bids Online
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Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the
Event Administrator.

Lines in This Event: 1
Lines That Require a Response: 1
Lines Responded To: 0
Your Total Line Pricing: 0.0000 USD

Hide Line Detail
¥ Bid Required () Line Comments/Files

Customize | First Previous Lines 1 of 4 Next Lines
Requested  Your Bid Your Unit Your Total Bid
Quantity Quantity Bid Price Price

Line Item I Description Unit

1 o 1000003905 Outboard Motor, 150 HP, 25" Shaft EA 4.0000 4.0000 0.0000 USD (4]

attachments to the line can be viewed, bid factors associated to the line can be addressed

HINT The Line Details screen provides more in-depth options for placing bids. From this page
(i.e. adding brands and models), or comments can be reviewed and made.

2. To view attachments or comments or to upload attachments or comments, for the line item, click

the | View/Add Question Comments and Attachments | link. The Line Comments and Attachments screen
loads.

Line Details

Save for Later ] Start Page ‘Validate Entries
Lime: 1 of 1
Line Details
Line: 1 Item 1D: 1000003805
Outboard Motor, 150 HP, 25 Shaft Response Required: Yes

Category:
ViewiAdd Question Comments and Attachments

Exact request gquantity required.

Unit of Measure: Each Your Unit Bid Price:
Oty Requested: 40000 Total Bid Price: 0.0000 USD
Your Max Bid Quantity: Reserve Price: )
Max Quantity: 4.0000
~ Shipping Information Customize | Find | X | 22 First BN g or 1 D Last
Ship Quantity Due Date Ship To Location Ship Via Freight Terms
4. 0000 04/18/2014 View
F Item Specification
| Save for Later Start Page “alidate Entries ]

3. To view attached line documents, click the View button next to the document to view it. In the
screen shot below, the View button is not accessible because documents are not attached to the

How to Submit Bids Online Page 13
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line item. If documents are attached to a line item, the View button will be accessible (appear as
the Upload does with the word “View” in black text).

Line Comments and Attachments
Event ID: 0000007885 Linme: 1
Cutboard Motor, 150 HP, 25" Shaft
Attachments
Attached File Attachment Description Upload View
Upload | Add Mew Attachments|  Delete
Comments
Add New Comments
=

oK | cancel |

4. To upload a document to the line item, click eidiolis
' Upload '
. ) . | Browse...

5. In the File Attachment box, click Browse. e re—
6. Inthe Choose File to Upload box, navigate to ' N '

where the documentation is saved.
7. Select the documentation. Verify the file name populates the in File name field.
8. CIle Open The Flle AttaChment g(;hooseﬁh to Upload

box is displayed again.
9. Inthe File Attachment box, verify :

the file pathway populates in the Oroenze ™ Mewfelder

Browse. .. H 4757 Favorites e Libraries
: field. B Deskto _ﬂ System Folder
- Lpload | . . & Downl

10. Click L="2*2 1 in the File G Recent ) Ker Brown

Attachment box. & System Folder
11. Verify the document populated in 4 Libraries| ) g e

. & & Docun 'Alr i
the Attached File area of the Add > & Music ¢ S AL
New Attachments section. b ] Pictur . Network
b B Videos I System Folder

- Cisco Jabber
4% Comput () Shortcut
> & os (] 209 KB

b = HP_RE I Microsoft Office Outlook 2007
b P CARI _ I,_@ Shorteut
b |

TR KR

Hammms - | Al Files )

[ Open | |

How to Submit Bids Online Page 14
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12. In the Attachment Description field, type the name of the document.

Attachments

Attached File

QuiBoard_Motor_Bid.docx

Attachment Description

Upload

View

View

Add Mew Attachments| | | Delete

13. To add comments, type the information in the Comments section.

oK

14. Click

when finished to return to the Line Details screen.
15. Enter the bid price in the Your Unit Bid Price field.

Exact request quantity reguired.
Unit of Measure:

Gty Requested:

Your Max Bid Quantity:

Max Quantity:

Each
4.0000

4.0000

Your Unit Bid Price:

Total Bid Price:

Reserve Price:

0.0000 USD
MNa

16. Respond to the Line Questions under the Line Questions header.

HINT Line questions are not shown in the above screen shots. The Line Questions section
will look similar to the Event Questions section, where Event Questions are answered
for the entire event. Refer back to pages 8-9 to see what the Events Questions section

looks

like.

. . . . . Start Page
17. Once all information has been entered for the line item, click : | to return to return
to the Event Details screen.
¥rBid Required Line CommentsiFiles
=]
Line tem ID Description Unit gzqﬁ::f:m Eﬂ:;5$ ;;:du;:}lgét :S;;;Tmal .
1 r 1000003905 Cutboard Motor, 150 HP, 25" Shaft  EA 4.0000 4.0000|2000.0000C 8,000.0000USD Bid Q

Notice the Unit Bid Price entered on the Line Details screen has populated for the line
HINT  item. Also, notice the Line Comments/Files icon. If documents were uploaded/attached,
there will be dotted lines in the bubble icon.
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Submitting a Bid

Event Details

Once all bid information has been SaetorLatr

entered on the expanded Event
Details screen, do the following to

submit the bid:

1. Click the|
button at the to

bottom of the Event Details

screen. Thisw
The Bid Confir

Event Name: Outboard Motor - Keri Test
Event ID: 32101-0000007885
Event Format/Type: Sell Event RFx
Event Round: 1
Event Version: 1
Submit Bid | Event Start Date: 03/31/2014 12.40PM CDT
Event End Date: 04/17/2014 0200 PH COT
p or the View/Add General Comments and Aftachments

Hide Additional Event Info

Bid ID:
Bid Date:

Bid Currency:

Welcome, State of Tennessee
User: TN Buyer- Matt Ross

Validate Entries

Bidding Instructions

New

US Dollar

ill populate
mation: Important Warning!! screen.

2. Click ¥

if all the bid information is correct.

Bid Confirmation
IMPORTANT WARNI

DO NOT click the browser back bi
action may cancel your bid submi

process. Click the OK button below to confirm your bid submission and also generate a PDF copy of
your bid responses which will be sent to the email address associated with your User ID.

NG!!

utton that is located in the upper left hand corner of your screen as this
ssion. Thank you for participating in the State of Tennessee bid

Your bid has been successfully submitted

Bid ID: 1 Bid Date: 04/01/2014 3:03:19FPM CDT
Event ID: 0000007886 testing the auction stuff
Event Format: Sell Event Round: 1 Version: 1
Start Date: 032/21/2014 4:26PW CDT End Date: 04/30/2014 04:26 PM CDT
Your Total Price: 60,000.00 USD

OK Copy Bid

How to Submit Bids Online
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Submitting an Alternative Bid

Instances may exist where after submitting an initial bid, there is a need to submit an alternative bid. To
submit an alternative bid, complete the steps outlined on the following pages. Navigate to the Event

Details screen via the following pathway.

| MainvMenu »  Manage Eufentiand Place Bids » View Events and Place Bids |

Click Main Menu.

Click Manage Events and Place Bids.

1
2
3. Click View Events and Place Bids.
4

Click on the View, Edit, or Copy from Saved Bids link in the Bidding Shortcuts: section. This
will populate the View, Edit, or Copy from Saved Bids screen.

Event Details

Information On Inguiry Options

Bid on Event

Bidding Shortcuts:

Welcome, State of Tennessee
User: TN Buyer- Matt Ross

Event Activity

Vi
o

Upload XML Bid Response

view, EOIT ol LOpyy TTOrr)

5. In the Bids section, identify the bid to submit again with alternative information. Click .
The will populate the Event Details screen.

View, Edit or copy from Saved Bids

Event Name: Outboard Motar - Keri Test

Event ID 32101-0000007885

Event FormatiType: Sell Event RFx

Event Start Date: 03/31/2014 12:40PM CDT

Event End Date: 04/17/2014 02:00 PM CDT

BidID  Round Version Bid Status Event
Status

1 1 1 Posted Posted

2 1 1 Saved FPosted

3 1 1 Saved Posted

4 1 1 Posted Posted

Event Round:
Event Version:

Multiple Bids:
currency:

Bid Last Saved

04/01/2014 4:31PM CDT

04M15/2014 10:424M COT

0415/2014 10:51AM CDT

04/15/2014 1:21PM CDT

1

1
Allowed

Us Daoll

ar

= Kl

Copy | Cancel Upload
Copy Cancel Upload
Copy | Cancel Upload

Copy Cancel |Upload

How to Submit Bids Online
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6. The bid with previously submitted information is displayed. Navigate to the areas where the
information is located that is to be changed.

Event Questions

< Bid Required ¥ ldeal Response Required
General Questions

Previous Questions 1 of 1 Next Questions

b4 [ | {we) agree to strictly abide by all the statutes and terms contained in the rules of the Department of General Services,
Central Procurement Office, which are by reference made a part hereof, in addition to the special terms, conditions and

specifications embodied in the invitation to bid. IMPORTANT: By Selecting YES, the bidder certifies compliance with the above and
further certifies that this bid is made without collusion or fraud.

Response: Yes hd Add Comments or Attachments

Ideal: Yes

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the
Event Administrator.

Lines in This Event: 1
Lines That Require a Response: 1
Lines Responded To: 0
Your Total Line Pricing: 8,000.0000 USD

Hide Line Detail

¢ Bid Required (#)Line Comments/Files
Customize | Bl First Previous Lines 1 of 1 Next Lines
- L . Requested  Your Bid Your Unit Your Total Bid
Line Item ID Description Unit Quantity Quantity Bid Price e
1 * 1000003905 Outboard Motor, 150 HP, 25" Shaft | EA 4.0000 40000 (2000.0000C |8,000.0000USD Bid Q

7. Enter the alternative information, responses, bid prices, etc. into the appropriate fields.

8. When all necessary changes have been made, click L SubmitBid
the Event Details screen.

| at the top or bottom of

. Welcome, State of Tennessee
Event Details User: TH Buyer- Matt Ross
I Submit Bid I Save for Later | | validate Entries
Event Hame: Outboard Motor - Keri Test Bidding Instructions
Event ID: 32101-0000007885 Bid 1D MNew
Event Format/Type: Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: Us Dollar
Event Version: 1
Event Start Date: 03/21/2014 12:40PM CDT
Event End Date: 04/17/2014 02:00 PM CDT
View/Add General Comments and Altachments
Hide Additional Event Info
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9. The Bid Confirmation: Important Warning!! screen loads. Read the information at the top of the
screen. Review the information pertaining to your bid on the event.

Bid Confirmation

IMPORTANT WARNING!!!

DO NOT click the browser back button that is located in the upper left hand corner of your screen as this
action may cancel your bid submission. Thank you for paricipating in the State of Tennessee bid
process. Click the OK button below to confirm your bid submission and also generate a PDF copy of
your bid responses which will be sent to the email address associated with your User ID.

Your bid has been successfully submitted.

Bid ID: 5 Bid Date: 04/16/2014 10:58:49AM COT
Event ID: 0000007885 Outboard Mator - Keri Test
Event Format: Sell Event Round: 1 Version: 1
Start Date: 0373112014 12:40PM COT End Date: 0411772014 02:00 PM CDT
Your Total Price: 12,000.00 USD

OK Copy Bid

10. Click if all the alternative bid information is correct.

Viewing My Event Activity

A Vendor can view previous event invitations, event bids, and event awards from the Event Activity
screen. Follow the steps below to navigate to the Event Activity screen.

| MainvMenu » Manage Events and Place Bids > My Event Activity |

1. Click Main Menu.
2. Click Manage Events and Place Bids.
3. Click My Event Activity.

By click on the links shown below a VVendor can view event invitations, event bids, and events awarded.

TET. TIT DUFET= WAl oSS,

Event Activity

Click on number to view events below

vents Invited To: #44 Events Bid On: 42 Events Awarded: 5 l
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The Search Criteria feature can be used to search for specific events.

TEET T OOy e AT OSE

Event Activity
Click on number to view events below
Events Invited To: 444 Events Bid On: 42 Events Awarded: 5

+ Search Criteria

Event Format: ~ (@ Events Invited To ©) Events Bid On (©) Events Awarded
Event Type: ¥ Date Range: From: ki Through: El
[ Search ]

Viewing Purchase Order

A Vendor can view purchase orders to verify the items that have been ordered in the Edison system.
Follow the steps below to navigate to the Purchase Order screen.

|M3invru'|enu » Manage Orders > Purchase Drder5|

1. Click Main Menu.
2. Cl!ck Manage Orders. Prirchass Orders
3. Click Purchase Orders. Filter Options
4. Enter information into the Search  |state of Tennessee
Criteria fleldS |f no information Enter search criteria and click on Search. Leave blank for all values.
. Search Criteria
is know the From Date and To
H . [ros Waiting Acknowledgement
Date can be adjusted. From POD: -
J ITo PO ID: @,

5. Click Search.

@,

item ID:
I\/endor Item ID: | @,
From Date: 111702014 [H]  (example: 01/31/2000)
To Date: 'W [ (example: 01/31/2000)
Buyer: | C%
ontract ID: | @,
ontract Version: '7
Release: ’7
Search
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Purchase Orders
Purchase Order List

State of Tennessee
POs Returned: 430 Default View for Change Orders:

Orders Per Page ALL v First (¢ 1to430 of430 [ Last

Alllines -

Setfilter options

Purchase Order List Customize | Find | View 100 | B 1
Header Details

HIIEEEE Status Last Dispatched DatefTime Lines Total Amount TR

Order pa Status
[ |0000000932 Dispatched 121712014 2:55:31PM 2 15440 USD |Mew Create ASN nl
|:| 0000000931 Dispatched 12M712014 2:38:36FPM 1 36320 USD |MWew Create ASN View PDF E‘

@ Purchase Order
6. Confirm the Purchase Order number and click on the - ey
View PDF link. This will populate a PDF copy of the T e T B

‘St of Temessee

240 Crat Corce R 512 310 BWTe:  ETHAVENVEM

Nashvas TN 972281734 RACIELACKSONELDS.
e

Purchase Order, an authorization of order.

Unauthorized
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Viewing Invoices

A Vendor can use the Viewing Invoices feature to monitor invoices an approval of invoices. Follow the
steps provided below to navigate to the Review Invoices screen.

| MainvMenu » Review Payment Inforrmation > Invnices|

1. Click Main Menu. ,E";’erwc',l;’“ons
2. CI'Ck REVIeW Payment |nf0rmatI0n State of Tennessee
3' CliCk |nVO|CeS, Eama and click on Search. Leave blank for all values
4. Enter information into the Search Criteria from nvoice Humber: |
fields. If no information is know the From o mwaice umber: : ;
. Item ID: Y
Date and To Date can be adjusted. Vendor tem I: | a
5. CIICk SearCh From Date: 111712014 [+ (example: 01/31/2000)
To Date: 1211712014 |[=1) (example: 01/31/2000)
From Amount: |
To Amount: |
Approval Status: -
Search
This will populate the Invoice List. This list will include the Invoice Number, Invoice Date, Gross
Amount, Approval Status of the Invoice, The Due Date, and VVoucher number.
Review Invoices
Invoice List
State of Tennessee
Set filter options
Customize | Find | B | 3 First £ 4472 01472 17 Last
nvoice Number Invoice Date Gross Amt ?;;:Lrlzval Due Date Voucher
%’?E BIMONTHLY 12114 | 45/17/2014 $755.84 USD Pending  [12M7/2014 00080629 é‘
LE 110532-56 12/16/2014 $46,300.00 USD Pending  [12/3002014 00164603
1211-15/14 12/16/2014 $523.16 USD Approved | 12M6/2014 00026948
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6. Click on the Invoice Number link to populate the Invoice Details screen. From this screen
additional information about the Invoice can be collected.

Review Invoices
Invoice Details

State of Tennessee

Invoice Number: ETCH B-MONTHLY 1211514
Gross Amount: 5755.84 UsSD

Invoice Date: 1272014
Due Date: 121712014

Discount End Date:

Discount: 50.00 USD
Net Amount: $755.84 UsSD

Approval Status: Pending Approval
Payment Status: To be Paid

Terms:

- B B g orq I

Item 1D Description S uom Unit Price Merchandise Amt
Amount

0.00000 575584 USD

= # Fist B gor1 O
Scheduledto  |Payment Gross Amt Discount Method  Status on Wthd Hold
Pay Number Hold

121712014 $755.84 USD 50.00 USD EFT Unselected  No Mo

Viewing Receipts

A Vendor can view receipts to verify that an item has been delivered and received in the Edison system.
Information such as the date received, quantity, and price can be confirmed on this page. If necessary,
inspection information can also be verified on this page. Follow the steps below to navigate to the
Review Receipts screen.

|Main1rrv1&nu » Manage Orders > View Receipt5|

Review Receipts

1. Click Main Menu. Filter Options
2. C“Ck Manage Orders State of Tennessee
. - - Enter search criteria and click on Search. Leave blank for all values.
3. Click View Receipts.
4. Enter the From Receipt Date. p——— 2052018 5| (exampe 125172000)
5_ Enter the TO Recelpt Date To Receipt Date: 121172014 5] § (example: 12/31/2000)
From PO ID: EY
. . . . To PO ID: 2
HINT !f any additional information is known | "~ o,
is can be entered here as well. tem 2
Vendor ltem ID: Q
6. Click Search. &| ’
Search

The search result will populate and provide the Receipt Number, Received Dated, PO Number, Item ID,
Description, the number of received items, UOM, and the Status of the item.
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Review Receipts
Receipt Lines

State of Tennessee

Custorrize | Find | View 100 | B First £ 1-100 of 3881 DY Last
I;:::iued PO Number Ship No Item 1D Description Received UOM  Status
0000019058 [[12/0312014 0000017075 5601-2X SWEATERS, MILITARY,SWEATER, BLACK,2XL 10000 EA  Received e
0000011953 12/03/2014 0000010032 6204-0006 HATS BASEBALL CAPS,LEGEND,5 PANEL WINTER BLACK, TDOC-E0006 20000 EA  Received |
0000011953 120032014 0000010032 106841110W BOQT TACTILE, BLK,11W.THE SHIELD SERIES,R8865 10000 EA  Received
0000011955 12/03/2014 0000010038 31518-175-4007 SHIRTS UNIFORMM SHIRTS MENS SHORT SLEEVE WITH

ZIPPER STERLING, 17 5 TDOC-P4007 40000EA  |Recaived

7. Click on the Receipt Number link to populate the Receipt Details screen.

Review Receipts

Receipt Details

State of Tennessee

Receipt Number: 0000019058 Packing Slip Number:
Receipt Datetime: 12/03/2014 12:20PM Pro Number:
Receipt Status: Maved to Destination
Item ID: 1000066722
Vendor Item ID: 5501-2x
Quantity Received: 1.0000 Each
‘Quantity Inspected: 0.0000 Each
‘Quantity Accepted: 1.0000 Each
Quantity Returned: 0.0000 Each
Quantity Rejected: 0.0000 Each
Het Receipt Quantity: 1.0000 Each
Reason for Rejection:
RMA Number: RMA Line:
Purchase Order Schedule Customize | Find | BV | 8 First L g0 L Last
PONumber  Due Date Quantity  ship To Ship Via Freight Trm Price  Merchandise Amt
0000017075 | 120042014 LOIS 1 DEBERRY SPEC NEED-

1.0000 WHSE Best Option Available 112.00000 $112.00/USD

FOB
DESTINATION

customize | Find | B | # First K g1 O Lot
Invoice Description Statistic Amount Unit Price Merchandise Amt
0000132326 SWEATERS MILITARY, SWEATER, BLAC EA 112.00000 112.000 USD
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